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Records Manafeirjent 


„ 1* As indicated in mp discussion at the i>CI meting of 

6 there follows a summary of the major are** for poten- 

tial ac compl t shment in records management activity In vmr Office* 
T feel there 1, a treat deal to be gained from thLpr^m. ^ 
purpose at this time is to indicate the areas where further work 
is needed rather than to review overall accomplishments • X am 
*^ ls frols a knowledge of your program but without 

detailed information or your operations or the activities of your 
records officer* 


kian; & good start has been made through an irrven- 


_ records and the preparation of a records control 
schedule* However* the schedule has been applied in o nl y one 
aiidsicm and only 6 cubic feet of inactive records have been re- 
tired to the Records Center out of an inventory of over 3*000 
cubic feet* The schedule is over two years old and undoubtedly 
needs substantial revision as the result of 
functional 


%ifttenanee g The Agency filing system is applicable 
»fc,. modifications to all administrative correspondence but has 
been adopted by only one division. Studies should be made to 
imrove filing operations and records systems* The results of 
the recent survey of year Physical Security division pointed up 
the value of such studies* Efforts should be continued to improve 
fflail control procedures* 


Record Creation s A reports inventory and analysis has been 


, establishment of a continuing control is need e d * 

Tor Torres are channeled through the area records 
officer, it appears that he needs more time, authority, and training 
to mke the review and analysis necessary to dove! or the most econom- 
ical and efficient forma. 


Vital Materials t A revise Sltnl Material schedule has 
completed but a considerable amount of work and 
i element it* 
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2 I fael that the recorue created by year staff “re 
mcmUUt Lperiant and that their 

«mtlnued attention. a^tl %£tff *r? « 

its effeotlveneae could be increased surawnu. . 


Chief 25X1A93 


ne were reliewd of hia collateral a ^iea. -'•r.| 

£ di^rthiaT^! °A1 3o ; if I can be of further aaalatance, 
please let we know* 
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